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Awvnex IT + PRESENT FUNCTIONS AND PROCEDURES
Beading Pansl |

& Ouldance

Reading Panel members determine the ruuting of documents,
cables, publications, etc., on the basis of gulde requirementa fur-
nished by the Divisions and Pranches of ORR and the Requirements
Branch, 54/C, plus parsonsl liaison with ORE anslysis in their
arcan of interest. These guide requiruments are not stendard for-
wat, and revisions und clarifications are made through verbal in-

- structions, informel notes, or sn officia) memorandux. Frequently,
notification is not received by the Reading Panel when certain in-
formation is no longer desired. It is not alweys clear whethsr
requirements sent in are to supersede or supplement previous re-
quirements,

b. 00T Control Carde

Haterial is received from 00D with control cerds attached
on which routing to Branch level has been marked Ly OCD/Lisison
Iivision. Routings must be chenged in a large percentage of cases
on the basis of more current knowledge of Reading Panel ss to the
nesds of CRR components. This nscessitates correction of the cards
ond makes the routing difficult to resd. As & result, the mail
clerks in the Reading Panel now enter the routing a second time on
the back of the cards retsined for files, which doubles the mail
clerk's processing time,

The mumber of eoples of cards attached varies to such a
degree that eithor seversl copies are destroyed, or substitute
cards wust be prepered for control and routing purposes. The velght
of the cerds is & handicsp in thet they frequently become detached
while documents are sweiiing action. _

e. Englogures

: Whan ORB rsceives s document which indicites there is sn
enclosure but the enclosure is not attached, the Resding Penel must
stteppt to trace the enclosure and obtain it hefore dipaeminating
the document in ORR. Documents amre held by the Hepding Panel a
month before dissemination without the enmclosure. They are scldom
successful in obtaining the enclosure fram other CIA Offfces.

d. Foreign Lenpuege Documents

Three or four documents come in esch day in a foreign lan~
guage with en Inglish title which is not comprehensive or clear
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emough for routing determination. Those documents which have beon
through PIT have abstracts attached which are very helpful in routing.

e. Documents Awaluing A¢tion

The Hesding Fsnel has a hacklog of documents which awelt
routing st lesst two wouks. » note is sttached indicating dste of
receipt in the Reading Panel and they are placed in fils drewers.
%o record is made of roosipt, Vvhen a sesrch nust be made for &
document which an CRA analyst hes been sdvised to expect--a fre-
quent otcurrence--the only sgsistance in searchipg for the documsnt
is the spproximste dats it should have arrived in ORE.
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Anmex 1T

Hidqu THEME NS

b. Definiilon:

1. Guide-type requiremonts igsued to collectors es guidance in
brosd terms o8 to the types ¢f econoale intelligence Cifi needs.

3, Spontanscus requiremcnts issued by OFR to 41l gape in ecor-
omic intelligence needsd on rpecizl or bhasic projects.

a. Oulde-iype Kequirements

Gulde-{ype requirements are not ispuad by (RE on any
‘periodie basis anc there 1s no established system for revising
these requirements s changes in emphasis occur. “he excep-
tion is ths CIHFP {Stets Departwmant) revisicn of sexisting puides
which was directed by the EIC Sdh-Commitice om Requirements .
and actively participsted in ty one mesber of the requirements
Rysnch. . )

The concept of Kequirewents Branch at present is that
its maln purposs is to process specific and spontanegus re-
quirements ss issued YW Ry smalysts. Hequirements snalysts
do not attempl %o prepare or review guide-type requirements or
to evaluate the returns received as s result of these guides.
There ar¢ no overall deteiled ;mides on ORR requirements at

present.

Bequirements Erench records are maintaiped in such =
manner that it is not possible to deterzine what requiremerts
nave been issued on any perticuler program. The examiner was
requested to recomend 3 record systum which would fecilitite
such studies.

& member of Industrial Divison who has had experience
on the collection slde {s presently enguged in developing rulde-
type requirements for Industrisl Division., Requiremente Pranch
hopes to use these guides as ¢ pattern for development of other
AR guides.
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The weekly OIC maeting with Requirements Chicfs in CIa
is concerned with cperatisg probless and apparently does not
attempt to progrem and soerdinate gulde-{ypeé requirensnts.
The Chief, Feguiremsnts Franch, £4/C recently recormended to
OIC that the entire requirements program should be received.

b. Specific Requirermnis

Regquests for specific requirements ars yeceived in tre
Hesding Panel through T or direct from the Cla compenent re-
questing. Ffeading Panel =uencs the request to Requiremente
franch where an anslyst determines nich ORE Branch should fiil
the request and, if possivle, prepares & draft reqguiremsnt.

ORR Rraneh analyste prepare requiresents and sends to Heguire-
pents Branch where the Requiremsnts snslyst prepares a coordina-
tod reguirenent in deeft form for review by the Chief, Hequire-
ments Bypanch, ¥hen it is approved Yy the Chief, it is typed on
the reguirements fors, proofresd by the Red ents analysi,
signed Yy the Chief, Reguiresents, and sent to the Hervice
Section. Services cheske the sontrol number, sends it to e
zail desk in Comtrol Erench which sends it to OCL (ome copy
direct to the cellector cf CI? component) and returns one coy
to tervices Section. '

when & reply to the requirement is received in 0CI, it
is semt to Serviges Secition, wrich reads and routes to the in-
terested ORY component. If tervices detarmines that the reyly
does mot fill the reguirsment, the reply is routed to the Gy
component Services considers will be interested and Hequirersnis
nyrsneh is notified that the reply <¢id not £111 the reguiremeni.

c. Ipontansous Heqpirements.

Spontenecus reguiremonts are handled in a similar msoner
to spesific requested reguiramcnts except that the CKE Branch
snslyst checks all availsble sources in nashinmgton, end lisis
documents on shich the ppontancous requirement is based. Hequire-
sants shalyst checks the reforence documents send 13 briefec by
the ORE snalyst. OCL will rot relesse the reguirement until
00D has checked the referencs documents also. This frequontly
entails considershble delsy while reference documents sre located
snd obtained.
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Annex TT
AVALUATIONS
A. Dafinition:

1. Advance copics of U8 end “CDBS sent to OMK in & eingle copy
for evsluation prior to genezal dissapination.

2+ () reports for eveluaiien » speciol and regular.

3. 0L designates OKE as the evaluator of a repert desling in
- Whole or in zajor pert with aconcric intelligence, issued by anotier
Apency.

L. Voluntary cvaluations Yy 7HR snelyste though not designated
to evelunte,

&. TFrotedure

Reports whick are to be evaluated by R are given de-
tailed processing through : t/C. The incoming report is received
in the Heading Panel with sn evaluation sheet attached, Reading
Panel mail clerks pull these reports for priority handling,
manter of the Panel (the psader assigned to periodicels, publi-
cations, eto.) makes & Capiex record, gives the report to the
Chisf who sssigne it to a resder for routing, The resder re-
turns it for Cardex ety of routing sssigned.

After en CRE snalyst has given an evaluation, the repcrt
is sent %o the Special issistent in the Office of the Chief,
vho logs the report and evluation, and resds the eveluation,
If the URR analyst has felt incomputent to mske sp evalustion
of this particular report, the Special Assistent routes the re-
port to mother companent of CRi or CXi for evalustion and noti-
fies the Reading Pamal of ber action. If OHH has glven 2 lon
evalustion, the Special Assistant reads the report and deter-
mines whether it should be.sent slsevbere for evaluation, 1¢
she determines that avaluation should e made in another agene
she retums 1t to the GIs conponent whick has reguested :in
evaluation and sugrests the fguney thet should evaluate.

If the evalnation 13 approved Ly the Special issis tant.
she returas the repart and sevaluation to the Mail lesk, Control
Branch, where {t iz sent to the Reading Panel for Carcex recor:.

Reading Panel returns it to the Hell Desk where 1t 1g logged out.

ONFIDENTIAL _
Approved For Release 2&)3’/19‘18'_%2}&&4“-§PP61-00274A000200100022 1



Approved For Relegse 2002/&92”5‘?—%;&%274A003200100022-1

Security information

_%%g&: Four teparste records sre maluntained on eval-
vation~-- € log in Centrol Tranch, Cardex in leading Fanasl,
log in 0ffice of the Chief, £4/C, and outgoing log.

The examiner belicves that the Special iAssistant cannot
be technically informed enough to be able to make the deterrdns-
tions required on evalubtions. The reader, by virtue of hack-
ground knowledge, could mors cffsctively handle the outgolny
evaluation., Algo, tiis would essist the resder in determining
future routings of similar reports.

Y. Evaluators

00 aud *C send yeports for evalustlon Yy Oiit which {31l
within the subjoct satter srcap of OK: but analysis do not feel
compatent to evaluate Yéecause of the lack of iaformaetion on the
goographlic arss conceratd. The Zeading "anel foels that this
problem should be resolyed through agreemsnt with 0 and ©0 as
to which subjest matter/geographic arvas reports Oii is in a
position to effeotively evaluete.
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Amnex 11

Opurational Llsison

3. Clusrsnces

Pefinition: Contiaging clearance is issued on the tapis of
need for comiact on the same subject at frequent interveals and wmast
be spproved by CIi “ecurily “ontrol Ieaff, I and I.

id bhoc clearancs is issued for tuc weeks provided the sib-
ject for which clesrance was obtaired is the sole toplc discussad
during the two-week poricd, I the gubject is Top Seeret, 07/
Security Control ttaff, 7 apd T must approve the clearance.

4d hoc elespsnces fer mevboers of EIC or »IC sub-eomsitizes
mmﬁms a protlem in thet a new ad hoo clearance mist be ottalned
for #ch mecting until the continuing clearance 1s regelved snd the
operational liaison officer ususlly recelves very short notise of
s mesting.

for LIC muvb-commities members are

Continuing clearsncpe

effective only for the partSculer subl~comelttee on whieh they serve.
Eence, attendencc at other muetings necessitates sm ad hee claerence.
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